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Introduction to the Quick Requisition (RXQ)

Quick Requisition (RXQ) documents are used to route and obtain on-line approvals from
the Department of Administration, Enterprise IT Services (EITS) and the Department of
Administration, Purchasing Division. After final approval, funds will be pre-encumbered for
items to be purchased from an agency’s budget account.

Agency approved RXQ’s will route electronically from the originating agency to the
appropriate outside agencies (EITS and Purchasing) for approval via a process called
Workflow. The document is accessed and approved by users from the appropriate agency
in the approval chain from their Worklist located in the ADVANTAGE Navigator window.

Note: It is important that approvals are applied in order (Level 2 then Level 3) or the
document will not be routed through the Workflow process and other approvals will not be
applied to the document.

The exact routing of the document is determined by the RXQ’s Requisition Type field.
Below are the different routing scenarios:

e Type D - (EITS) RXQs will route to the EITS Worklist for Level 4 approval and
then to Purchasing for Level 5 approval.

e Type N — (None) RXQs will route to the Purchasing Worklist for Level 4 and 5
approvals.

e Type X — (Confirming) RXQs will route to the Purchasing Worklist for Level 4 and
5 approvals. NOTE: Any approvals are received offline.

Once all levels of approval have been applied (2, 3, 4 & 5) and the RXQ is accepted, the
Purchasing Division will take appropriate action in obtaining a vendor and pricing. A
Centralized Purchase Order (PC) will then be issued to place the order with the vendor. The
originating agency will receive a hard copy of the PC document, referencing the RXQ
number, which will be used as the agency’s receiving document.

NOTE: Once a requisition is accepted, contact the Purchasing Division for any changes or
cancellations to the document. Changes and cancellations on requisitions are completed
only by the Purchasing Division.

DENIED RXQs

If an RXQ is unapproved / denied from an outside agency, the document status will change
to PEND3. Agencies must check the status of their RXQ using the SUSF. The Level 3 user
must notify the Level 2 user to remove the Level 2 approval and make any necessary
changes. After changes are made, the Level 2 and Level 3 users approve the document and
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the RXQ will route through Workflow again.

Comments should be added to the RXQ document by the user un-approving / denying the
document in order to provide specific details for the requesting agency.
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Type D Approvals

(RXQs route to the EITS Worklist for Level 4 approval and then to
Purchasing for Level 5 approval.)

RXQ created Agency Approving
by Agency— Autherity -
Apply Level 2 Apply Level 3
Purchasing Receives RXQ
Online — Ohtains Pricing (Pre-Encumbered)

from Yendors

RC created
by Agency -
Apply Level 3

Agency Approving
Authority -
Apply Level 4

(Encumbered)

PVA
by
VI by System
Purchasing —
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Type N Approvals
(RXQs route to the Purchasing Worklist for Level 4 and 5 approvals.)

RXQ created Agency Approving
by Agency— Autherity -
Apply Level 2 Apply Level 3
Purchasing Receives RXQ
Online — Ohtains Pricing (Pre-Encumbered)
from Yendors

RC created
by Agency -
Apply Level 3

Agency Approving
Authority -
Apply Level 4

(Encumbered)

PVA
by
VI by System
Purchasing —

SNAPP Page 6 Rev. 4/12/2013



Quick Requisition (RXQ)

Type X Approvals
(RXQs route to the Purchasing Worklist for Level 4 and 5 approvals.)

Agency Ohtains Proper RXQ created Agency Approving
Approvals Prier to Ordering by Agency— Authority -
With Vendor — Apply Level 2 Apply Level 3

Forwards Writien Approval and
Inveices io Purchasing

Purcl

Re: RXQ r (Pre-Encumbered]
Online

RC Automatically
Created by Sysiem

(Encumbered)

VIiby
Purchasing

;I_/
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Purchasing Documents and Tables

Agency / Organization Purchase Order Inquiry (AOPI) = This table displays purchase
orders related to a specific agency and organization.

Automatic Payment Voucher (PVA) = This document is created by the ADVANTAGE
system through a three-way match process to pay vendors for goods and/or services received.

Billing Address (BILL) = This table will display addresses for a specific ship code. Same as
Shipping Address (SHIP) table.

Centralized Purchase Order (PC) = This document is issued by the Purchasing Division
based on a requisition submitted by an agency. This document will encumber agency funds
and is one part of the three-way match process. The Purchasing Division issues this
document only.

Document Cross-Reference (DXRF) = This table will display all documents associated with
other documents.

Open Purchase Order Account Line by Document Inquiry (OPLD) = This table will
display information regarding account lines of purchase order documents. This includes
closed amounts and referenced requisitions.

Open Purchase Order Commodity Line by Document Inquiry (OPCD) = This table will
display information regarding commodity lines of purchase order documents. This includes
received and invoiced information.

Open Purchase Order Header by Document Inquiry (OPHD) = This table will display
header information for purchase order documents. This includes vendor information,
approximate delivery date, responsible agency and person, buyer, fiscal year and encumbered
amount.

Open Purchase Order Account Line Inquiry (OPPL) = This table will display information
regarding account lines of purchase order documents. This includes closed amounts and
referenced requisitions.

Open Purchase Order Commodity Line Inquiry (OPPC) = This table will display
information regarding commodity lines of purchase order documents. This includes received
and invoiced information.

Open Purchase Order Header Inquiry (OPPH) = This table will display header information
for purchase order documents. This includes vendor information, approximate delivery date,
responsible agency and person, buyer, fiscal year and encumbered amount.
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Open Purchase Order by Vendor Inquiry (OP1V) = This table displays purchase orders for a
specific agency and organization by vendor number.

Open Requisition Account Line Inquiry (ORQL) = This table will display account line
information for requisitions.

Open Requisition by Agency Inquiry (ORIA) = This table will display requisitions for an
agency and organization.

Open Requisition Commodity Line Inquiry (ORQC) = This table will display commodity
line information for requisitions.

Open Requisition Header Inquiry (ORQH) = This table will display requisition header
information.

Purchase Order / Vendor Invoice Cross-Reference (PCVI) = This table displays invoices
posted for purchase order documents and the related commodity line item.

Purchase Order by Vendor Inquiry (PIBV) = This table displays purchase orders for a
specific agency and organization by vendor number.

Receiver (RC) = This document is used to post items to a purchase order received from the
vendor, and is one part of the three-way match process.

Requisition (RX) = This document is a request for purchase of items from the Purchasing
Division. The document will pre-encumber agency funds.

Requisition (RXQ) = This document is a request for purchase of items from the Purchasing
Division. The document will pre-encumber agency funds and be routed through the
WorkFlow process for on-line approvals.

Requisition by Agency Inquiry (RIBA) = This table will display requisitions for an agency
and organization.

Requisition Status Inquiry (RQST) = This table will display a specific requisition and the
related purchase order document issued for each commodity line item.

Requisition Text (RXTX) = This table will display additional description typed for a specific
requisition.

Shipping Address (SHIP) = This table will display addresses for a specific ship code. Same
as Billing Address (BILL) table.
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Vendor Invoice (VI) = This document is used to post invoices from vendors to purchase

order documents and is one part of the three-way match process. The Purchasing Division
enters this document only.

Unit of Measure (UNIT) = This table will displays valid measurements for items to be
ordered.
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Quick Requisition (RXQ)

e To open a Quick Requisition (RXQ), open the Go To window:

> Select the > Go To arrow, or

2 Mavigator

iy ADVANTAGE Deskion

o By worklist

t - @ GoTo
_ -2 Business Areas
- El Bookmarks

Hxﬂ iIBuick Fequigition

RSTA
RSUM
RTHT
RTYP
AWTH
R

R=aP
R=GM

Requizsition Statuz Code

Revenue Budget Summary [nguiy
Renewal Maotice Text

Revenue Type

Reportable Vendaors by Takpayer 1D
Requizition [EFS]

Reguisition Approwal

Reguisition Generation

Purchasze Order Preparation by Requisition
[uick A i

E20 item(z]in ' Go To'

| Double click on item o open 1

> Select & 2T from the Navigator Window.

» Enter RXQ in the Code field or Quick Requisition in the Long Name field.

» Select Open or press Enter.

The Batch/Document Entry screen will appear.

SNAPP
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Document Entry Screen

Batch / Document Entry

Document Type Wi b
uick, Beguisition & Mame O Code
Batch ID | | Organization I
Docurnent 1D | |
[ Automatic Document Humbering
f Mew O Open 10 Scan
Document Type Quick Requisition is automatically selected.

Batch ID

Organization

Document ID

Automatic Document Numbering

New

» Select OK or press Enter.

Not used for original document entry.

Leave blank.

Field 1 - Enter your three-digit Agency code.
Field 2 - Enter either the document numbering
sequence specific to your agency or leave blank
for Automatic Document Numbering.

Optional. Use only use when your agency has
opted for automatic document numbering.
Record the document number on the backup
documentation.

Leave as default.
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This example reflects required information when using Agency Sequence Numbering:

Batch / Document Entry

OQuick Requistion |

I
083 | [T1234%

This example reflects required information when using Automatic Document Numbering:

Batch / Document Entry

Ouick Requision

I
o3 L |
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Document Header

Document: R0 600 0000001368

[Date of Record I / ! Acctg Perniod I / Budget F |

= Mew " Modification & Cancellation Building # Room | 4
Yendaor | Drelivery Date I ! ! Ship ta £ Bill to | ! |
Header
— M arme | Yendor Phone |
Contact | Item T otal I

Other Attribute

Address |

Comment

BS Account

Responzsible Agency / Org
Organization Mame

Responzible Person

W arehouse

Phone

I / I Requested by
|
|

O pion
Flequistion Type I_

Commodity ¢ &cctg Linking

Date of Record

Acctg Period

Budget FY

Transaction Type

Building/Room

Vendor

| Default i Change Order Tracking | Drefault i

Enter the current date in mm dd yy format.

Leave blank. This is inferred from the Date of Record.
Requisitions must be entered, approved and accepted by
June 30" in order for it to apply to that fiscal year.

Enter the two-digit Budget Fiscal Year.
Leave as “New” (default). To modify or change an

RXQ that’s already been accepted, you must contact
the Purchasing Division to make the change.

To cancel an RXQ, you must contact the

Purchasing Division to make the cancellation. An RXQ
cannot be canceled if a PC document has

already been issued referencing the document.

Leave blank; not used.

Optional. You may enter a number for a suggested
vendor. Use Purchasing’s “PUR” vendor numbers
when available, or you may use a vendor’s T#.

SNAPP
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Delivery Date Required. The date you would like to receive items.
Enter in mm dd yy format. (This is an approximate date
only and must be a future date.)

Ship To Required. Enter the three-digit Ship To number for the
delivery address. This number can be found on the
printed Agency Ship To/Bill To listing in the section of
this manual provided by the Purchasing Division. This
listing is also kept current on Purchasing's website.

Bill To Enter 379. This is the number for the Purchasing
Division.

Name (Vendor) Leave blank. This is inferred from the vendor number.
If a vendor number was not entered, can enter vendor
name here.

Vendor Phone Leave blank. This is inferred from the vendor number.
If a vendor phone was not entered, can enter vendor
phone here.
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Other Attributes View

Document: R0 600 0000001368

[Date of Record W Acctg Perniod I.-"— Budget F I_
= Mew " Modification & Cancellation Building # Room | 4

Vendor | DeliveryDate |/ /  Shipto/Bile [ 4
Mame | Yendor Phone I—
Contact | Item Tatal l—

— || 1Other Attribute
Address | o
I BS Account
Other | Warehouge
Attributes Responzible Agency / Org Requested by

Organization Mame Phone

Responzible Person

O pion
— Flequistion Type I_
Commodity ¢ &cctg Linking Change Order Tracking | Drefault i

Contact Optional. Enter the name of the vendor contact.

Address Leave blank. This is inferred from the vendor code. If
a vendor address was not entered, can enter vendor
address here.

Responsible Agency Required. Enter the three-digit agency code.

Responsible Organization Required. Enter the four-digit agency organization
code. If your agency does not use orgs, enter four-
zeros.

Responsible Person Required. Enter the name of the department’s

approving authority, the one responsible for
approving the purchase.

Comment Optional. Up to 12 characters, may enter notations
internally for your agency.

BS Account Leave blank, not used.

Warehouse Leave blank, not used.
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Requested By

Phone

Requisition Type

Type D
Type N
Type X

Commodity/Acctg Linking

Change Order Tracking

Required. Enter the name of the person to whom you
want questions regarding the requisition directed. This
name should go with the phone number entered.

Required. Enter the phone number of the “Requested
By” contact person in your agency for questions
regarding the requisition.

Enter the letter code for the approval authorities
required for this RXQ.

Requires approval from EITS and Purchasing.
Requires no outside agency approval.
Confirming requisition.

This field will default to “Yes.” You can reference
only one accounting line per commodity line. When
you have two or more accounting lines paying for a
commodity line, this field must be changed to “No.”

Leave as Default.

SNAPP
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This example reflects required information in the Header and Other Attributes views:

Document: B0 600 0000001868

o7 4158 202

-PUHDDDDD1 0 B
GATEWAY 2000 MAJOR ACCOUNTS
[

SANTA ANA C4 927931033
EDR Sh
- 7

.

annon Ber

75-634-0171
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Accounting Details View

Document: B0 600 0000001868

Date of Record |U? 213 202 Acchg Period I ? Budget FY | 03

) Mew = Modification € Cancellation Building # R oom | ¢ |

Wendor |F'UF|DEIEIEID'I 1] B Drelivery [ ate I / ! Ship to / Bill to I aom £ I a9
M amne | GATEWAY 2000 MAJOR ACCOUMTS Wendor Phone I
Cantact | Itern Tatal 0.00

Line I_ Appr Uit I Job Humber I

Fund I_ Activity I_ Fept Cat I_ Def / Inc / Dec
Agency I— Functian I— Aot I—r = & O
og/sub [ [ obivswe [ [

Appr Lrit I Job Humber I

Line

|_
Fund | Activity Rept Cat I Def # Inc # Dec
I_

Agency Function Arnout I LOI & L8
Org / Sub I .-"I Obj / Sub

Line Required. Enter a two-digit line number, beginning
with line “01” for each line of account coding to be
charged. Numbers from 01 to 06 are valid line
numbers.

Fund Required. Enter the three-digit fund code to be
charged for the purchase.

Agency Required. Enter the three-digit agency code to be
charged for the purchase.

Org Required. Enter the four-digit organization to be
charged for the purchase. If your agency does not
use an organization code, you must enter “0000”.

Sub-Organization Optional. Enter the sub-organization to be charged
for the purchase.

Appr Unit Required. Enter the six-digit appropriation unit
(Budget Account and Category) to be charged for
the purchase.
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Activity Not used.

Function Not used.

Obj Required. Enter the Object to be charged for the
purchase.

Sub-Object Not used.

Job Number Optional. Enter a Job Number to be charged for the
purchase.

Rept Cat Not used.

Amount Leave blank. The system will calculate the total
from the commodity line detail. Amount must be
entered for each account line if Commaodity/Acctg
Linking field is set to “No.”

Def/Inc/Dec Leave as Default.

This example reflects required information in the Accounting Details view.

& Batch: Document: RXQ 600 00000001868 =10l x|
[ate of Recaord Im Acctg Period I.-"— Budget Fr' Iﬁ

) hew = Modification € Cancellation Building / Roarm | 2 |

Yendar |PUHDDDDEI1 a B Deliveny Date m Ship ta # Bill ko IW ! Iﬁ

Narme [ GATEWAY 2000 MAJOR ACCOUNTS Yendar Phaone [
Contact | Item Total .00

~ Other Atrbutes

Line

Fund
Agency
Org # Sub

Line

Fund
Agency
Org / Sub

406105

—
—
[8370 T T

| Job Murnber
I Fept Cat

I Amount
[ el

Job Murnber
Rept Cat
Amount

o7

101
E11

[ooo0 “ef T

Appr Lnit
Activity
Function
Obj / Sub

Appr nit
Acthiviby
Function

[ Obi/Sub

-
[ T/

I—
I Def / Inc / Dec
| LOT &

I—
I Def # Inc / Dec
| LOIN &

SNAPP
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Commodity Details View

W=
Diate of Recard 07 413 s02 Aecchg Period ? Budget Fy' Iﬁ
% New " Modifization £ Cancellation Building # Foom | ¢ |
YWendor PUROOODOTO B Dielivern Date / / Ship to / Bill to om A 1a7s
Mame | GATEWAY 2000 MAJOR ACCOUNTS Yendor Phone
Contact [ Itern Tatal .00
Otker Attributes ] Accounting Details Cornmodity Details i
Lire: ﬂ_ Arnount Def / Inc # Dec
Commaodity Code | G uiantity I— [ e
ltem Code I_ Uit Cost l— o OO
rit of Meazure I— Total Cost l—
Accounting Line I_
Test Mane =
Description |
Line Required. Enter a three-digit requisition

Commaodity Code

Item Code

Unit of Measure

commodity line number (i.e. 001, 002).

Required. Enter the commodity code that identifies
the items or services to be ordered. This is a 5-digit
National Institute of Governmental Purchasing, Inc.
(NIGP) code. The Purchasing Division provides a
printed list of commonly used commaodity codes in
a section of this manual. If the item is not listed,
call Purchasing or use the Help/Find Code by

clicking on the ? on the tool bar to find a code for
the items to be purchased. For items on contracts
established by the Purchasing Division, use the 8-
digit commodity code on the Price Agreement
Listing.

Not used.

Required. Enter the unit of measure for the items
(i.e., box, each, dozen etc.) Use the Help/Find Code

by clicking on the ? on the tool bar to find a valid
unit of measure for the items to be purchased.

SNAPP
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Accounting Line

Text

Select Modify: Add or F6.

Enter the account line number from the Accounting
Details view associated with this commodity line
(i.e. 01, 02). If the commodity/ accounting field is
changed to “NO” leave blank.

Defaults to “None.” Select “Custom” if you need to
add additional text, then select Edit: Additional
Description or F3. Enter the additional text. Be
sure to add enough description so the buyer can
continue the process.

Close the window to get back to the RXQ document. Any comments associated with this
requisition line should also be entered here (see Text above for additional description).

Example screen of Additional Description Requisition Text (RXTX).

2 Requisition Text
Tranzaction |D |F|.‘>< E00  000Q007eEE Comrmadity Line Mumber o
ENTER ¥OUR ADDITICHWAL DESCRIPTICN FOR ITEM HEERE. THE MORE INFO TWE -
HAVE, THE EETTER!
5

Description

Quantity

Def/Inc/Dec

Enter a description of up to 60 characters regarding
the manufacturer and model number of the item to
be ordered.

Required. Enter the quantity of items to be
ordered.

Leave as Default.

SNAPP
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Unit Cost Required. Enter approximate cost per unit of item
to be ordered. Up to six decimal points can be used.

Def/Inc/Dec Leave as Default.

Total Cost Leave blank. The total will be calculated by the
system.

This example reflects information required in the Commodity Details view.

Document: RXQ 600 0000001868

Date of Record IU? A19 02 Aoty Period I ? Budget Fr' ||:|3

¥ New ' Modification ' Cancellation Building # Raam | ¢

Wendor |F'UFEEIEIEIEIEI1D B Delivery Date I ! ! Ship ta / Bill ta I am £ I 379
WEGT | GATEWAY 2000 MAIOR ACCOUMTS Yendor Phote |

Contact | [tem Tatal 0.00

Line om Amount Def /Inc / Dec

Cormmadity Code | 01520 Cluantity I 1 = O O
Item Code I Irit Cost I 500.00 = O O
it of Meazure I Es Total Cost I

Accounting Line I m

Text I Cuztam i

Description | COMMODITY DESCRIPTION

NOTE: For additional commodity lines, select Edit: Insert Line After or Ctrl+F and
repeat all of the steps above.
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Object Attachments

Requisitions with back-up documentation to be sent to EITS and/or Purchasing can be
attached electronically to the RXQ document and in any type of file format.

Adding Object Attachments

e To add an object attachment:

» Go to File: Object Attachment.

> Select Attach.

“ Attachments: RX0 600 Rx0G 600 0000001868

_[Meme  [Desciipon | Ceasted | Sige]

-~ ~rhe= o
IS CIETIESES

> Select the source folder of the attachment.
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Sefect Attachmeni(s)

03TIME~1.=L5 :
ADVANT ~1 L5 w
ADVPAY1.DOC %MMY‘EP?EEF ,,11
AGEMCYy™1.00OC

AGEMNCY™1 .15

AGEMCY~2.xLS

COREAG™.DOC

CORPOR™1.+L5

Sefect Attachmeani(s)

Dell.jpg

CORPOR™~1.-LS = o

Dell.ing -
DEtoenterVD . doc %MMY“EF'?EE':'J ,,11
P 2001 TreasurerList. sls

[FSHEL™~1.DOC

IMTERM™1.00OC

INTROD™1.DOC

JYDmanual doc

» Select OK.

ADVANT~1.DOC Dezcrption

Cornputer 5 pecifications

> Enter a brief description of the attachment. Select Done.
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® Attachments: RXGQ 600 RXG) 600 00000001659

| [Mame  |Descipon | Crested |  Siee]

@ AGEMCY™.... Computer 5pecifications 06/24,/02 Z0KE

[MEETHESES

» Close the attachment window.

The title bar of the RXQ document will note there is an attachment to the RXQ.
v

Document: RX3 600 00000001659 <1 A+tachment:
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Viewing Object Attachments
e To view Object Attachments:

» Go to File: Object Attachment.

Object Attachments..,

> Double-click the attachment you wish to open.

® Attachments: RXG 600 B>y 600 Q0000001659

GEMCY™1.... Computer 5pecifications [E/ 24,02

NEIETES

» Close the attachment.

NOTE: Attachments can only be added BEFORE any approvals are applied to the
document.
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Editing the RXQ

After entering all required information, the RXQ must be edited. The system will verify
information and allow you to view and fix any errors or add missing information.

Editing the RXQ
e To edit the RXQ:

> Select Process: Edit from the Menu bar, or

[ ate of Recard Budaget Fv
= Mew Evilding / Foom
YWendar Ship to / Bill to o A 137

kM ame Yendor Phone I 2007732000
Contact —_— Itern Tatal I 500,00

Arnount Def #Inc / Dec

Commadity Code i I 1.000 = O O
Item Code I R00.000000 & O O
Unit of Measure - I a00.00

Accounting Line

Text

Dezcription

> Select the Edit Document icon from the shortcut tool bar, or
> Press F7.

Check the Status bar at the bottom of the window for messages.
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Status Bar Messages

The Message portion of the Status Bar gives a short description of each message. The
first message appears by default.

If a document contains errors and cannot be processed, the Status will be REJCT.

,E_H 1of 4 DOCUMENT ERRORS DETECTED -+ Hgssages] Stetus: REJCT Ln1/1 [ 10:58AM [08/30/00

To view detail of the error messages, select the Messages button.

HO1-MS34E INvVaLID BUD ACCT FOR CATEGORY

HO1-4043E APFR UMIT DOES MOT EXIST
HO1-5433E INCREASE » UNOBLIG APPR
DO7-524 2 TEAT NOT FOUMD OM TEXT TAELE

The first character of the Error Code indicates the area of the document in which the error
occurs. The letter H refers to the header of the document, this includes, other attributes
and accounting details; the letter D refers to the Commodity Line Detail. The second and
third characters indicate the line number of the error. The last character indicates the type
of error:

I Is an informational message and should be reviewed before processing.

W Is a warning message and should be reviewed before processing.

@] Is an overrideable error. It indicates the entry is contrary to usual entries.
Contact the Purchasing Division to override this error.

E Indicates a hard or fatal error. The document will not process until this
error is corrected.

NOTE: Double-click the message in the Messages window to view an extended
description of the error which may include what caused the error and/or tips on how it
might be corrected.
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" Error Meszage Explanation (=]
Error Code M Emor Message { INVALID BIUD ACCT FOR CATEGORY
E splanation
The Category Level Apprapriation Unit haz no Budaget Account -
corelated o it

Correct indicated errors and re-edit the document. For more information on messages,
refer to the SNAP Navigation Manual.

NOTE: Changes or cancellations cannot be made once the document is accepted.
Contact the Purchasing Division for any changes or cancellations to a requisition.
Changes and cancellations can only be completed by the Purchasing Division.
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Applying Approvals

Approving a document electronically is the same as signing off on a paper Requisition
document. Approval Levels are associated with user profiles, which are established and
approved by agency management.

The RXQ requires Level 2, 3, 4, and 5 approvals. Approvals 2 and 3 are applied at the
agency level. The RXQ will route outside the agency for the remaining approvals.
Documents awaiting approval can be found on the appropriate Worklist in the Navigator
window and/or the Document Listing (SUSF).

After a document has been edited and all errors have been corrected, approval levels 2
and 3 must be applied for the document to route to the outside agencies for approval.

Note: It is important that approvals are applied in order (Level 2 then Level 3) or the
document will not be routed through the Workflow process and other approvals will not
be applied to the document.

e To apply Level 2 approval:

» Select Process: Approve from the drop down menu box, or

> Select the Approve R icon on the toolbar, or

> Press F12.
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Date of Record I Budget F' I 02
= New i Building # Room [ A

Yendar Ship to # Bill to I [} / IE?EI
M amne Yendor Phone I 2007732000
Contact Itern Total I S00. 00

Approve Comrment I—
ES Account I
W arehouze I

Fezponzible dgency £ [ FRegueszted by | SHAaMMOM BERRY

Organization M ame Phohe I F7R-6R4-0171

Fezponzible Perzon

O pticr
Requistion Type

Corrnodity # Acctg Link Change Order Tracking I Default i

[8|[ 1 of 5: READY FOR APPROVAL 2 = iEssages] status: FEND2 Ln171 | &16PM | D06/20/02 |
The document status will indicate PEND3.\
8| 7 of 2 AFPROVAL 2 APPLIED = jiesas] Status FEND3 Ln1/1 | 435PM | 06/20/02

Close the document or, if you have more documents to enter, select Display: New
Document. This will bring up a new Batch/Document Entry screen.
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RXQ documents ready for Level 3 approval will appear in the Level 3s” Worklist.

e To open the Worklist and apply Level 3 approval:

> Double-click the & "o jcon in the Navigator Window.

» Double-click the document to open.

® Mavigator

sl ADVANTAGE Deskiop
m Inbio
-y worklist

~ @ GoTo
~[27 Business Areas
-~ @l Bookmarks

R e

¥

| 0B/24/2002 fisal <LIS..
06/24/2002 lisal <LIS...
06/24/2002 lisal <LIS...
06/24/2002 lisal <LIS...
06/24/2002 lisal <LIS...

R0 E00 00000001672
R0 8O0 000000071 71
ReQ B00 00000001670
R0 BO0 00000001 EES
R GO0 00000001665
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> After reviewing, select Process: Approve from the Menu bar, or

[ Brocess.

o B BE 5 b % RE H
® Batch: 668 =1

Date of Record i Budget Fy' IE

= Mew {7 Modi Building # Foom [ 4

Wendor PLIROO00 Ship to / Bill to [001 4 [379 ]
Marie GATEW Wendor Phone IW
Contact CHRISTI Ikem T otal [ 50000

Approve Comment I
BS Account I
W arehouse I

Requested by | SHAarMMOM BERRY

Phone I 7756840171

Fezponzible Agency /[

Organization Mame

Reszponsible Person

Option
Requistion Type

Commodity / Acctg Link Change Order Tracking

I Drefault i

|54 7 of 5 DOCUMENT MARKED FOR READ ONLY = [ifissaais]| Staivs: FENDS Ln 141

[ #1EPM [06/22702 |

» Select the Approve icon a’l on the toolbar, or
» Press F12.

The document status should now indicate PENDA4.

B4 || 1 of 4 APPROVAL 3 APPLIED | #essagss] Status: PENDA Ln1/1 | 10:45AM [03/26/00 |

Close the document. After the document is closed, it will route to the Worklist of the
next approval level (EITS or Purchasing).
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Refreshing the Worklist

After the Worklist has been opened, it must be refreshed in order to update displayed
entries.

® Mavigator
s ADVANTAGE Desktop
- Bl Inbox 06/24/2002 lisal <LI5... R 600 00000001672
iy Worklt 05/24/2002 lisal <LIS... Fix 600 00000001671
#-@F GoTo
1. ) Business Areas 06/24/2002 lisal <LIS... Fixd 600 00000001670
% ) Bookmarks 06/24/2002 lisal <LIS... Fixd 500 00000001669
06/24/2002 lisal <LIS... Fixd 500 00000001654

o To refresh the Worklist:

> Highlight the @ Woklst jcon in the Navigator Window by single clicking the
icon.

> Right-click the mouse.

> Select Refresh Workilist.

® Mavigator

.. R0 600 00000001672
24/2002 lizal <LIS... Rx0 600 00000007671
242002 lizal <LI5... RxQ 600 00000001670
242002 lizal <LIS... Ax0 GO0 00000001663
24/2002 lizal <LIS... F=0 600 00000001665

-

[+
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b Bl Inbox B 06/25/2002 lisal <LIS... RXQ 500 00000001677 Oridd  PEND3

-y Worklst B 06/25/2002 lisal <LIS.. RXO 600 00000001676 Orisd  PEND3

[+ - @F GoTao

- Business Areas B 06/25/2002 lisal <LIS... AXQ 500 00000001675 Ovidd  PEND3

- 8 Bookmarks B 06/25/2002 lisal <LIS.. RXQ 500 00000001674 Oridé  PEND3
B 06/25/2002 lisal <LIS.. RXQ 600 00000001673 Orédé  PEND3
Bl 06/24/2002 lisal <LIS... AXQ 500 00000001672 Ovisé  PEND3
B 06/24/2002 fisal <LIS.. FiXT 600 00000001671 Oridé  PEND3
B 06/24/2002 lisal <LIS... RXQ 500 00000001670 Oredd  PEND3
Bl 06/24/2002 lisal <LIS... RXQ 500 00000001669 Oridé  PEND3
B 06/24/2002 lisal <LIS.. RXQ 500 00000001668 Orisd  PEND3

The Worklist will be updated. For Worklists containing up to twenty entries, use the
vertical scrollbar to view all listed documents. For Worklists containing more than

twenty entries, right click on” & Workist and select More Work Units from the menu,
The remaining entries will be displayed.

® Mavigator

lizal <LI5... R0 500 00000001687
lizal <LI5... B0 00 00000001626

lizal <LI5... R0 500 00000001625

lizal <LI5... B30 500 00000001654

Flaitz tian i lizal <LIS... Fix0 600 00000001683
lizal <LI5... R0 00 00000001682

lizal <LI5... R0 00 00000001681

B 06/25/2002 lisal <LIS... RxG 600 00000001680
B 06/25/2002 lisal <LIS... RxQ 600 00000001679

] ] ] ] e

5
ol [z

20 and more wark. unitfz] in 'Docu | Double click on wark unit to open
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After Level 2 and 3 approvals have been applied, the RXQ electronically routes to the
appropriate outside agency for its next level of approval.

» RXQ Type D will route to the EITS Worklist for Level 4 approval and then to
Purchasing for Level 5 approval.

» RXQ Type N will route to the Purchasing Worklist for Level 4 and 5 approvals.

> RXQ Type X will route to the Purchasing Worklist for Level 4 and 5 approvals.
Outside approval agencies will apply the appropriate approval to the RXQ document. If
the document requires additional approval, it will electronically route to the next
appropriate agency for its next level of approval.

» RXQ Type D will route to Purchasing for Level 5 approval.

Documents ready for Level 4 and Level 5 approval can be accessed from the Worklist.
See previous instructions on opening documents from the Worklist.
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To Deny an RXQ

If an RXQ must be denied, the document must be unapproved. The document will then
return to a PEND3 status and will appear on the PEND3 Worklist. The PEND3 user will
have the PEND2 user remove the level 2 approval, make corrections to the document,
and re-initiate the approval process.

e To unapprove an RXQ:

» Select Process: Unapprove from the Menu bar.

B67  <See Comments> <1 A'I'I'a:h...l_l_l_

Date of Recard Budget By Iﬁ

% Mew Building ¢ Room | 4 |
Yendaor Ship to / Bill to 001 21379
M ame Yendaor Phone | 5007732000

Contact

Item Tatal | 500.00

- Camment |
Unapprave Shift+F1z BS Accourt -
Warehouge I
Rezponzible Agency /[ Reguested by | SHAMMOM BERAY
Organization Mame Phone | 775-684-0171

Responzible Person

O ption
Requistion Type

I Drefault i

Commodity / Acctg Link Change Order Tracking

The document status should now indicate PEND3.

|N|1 of B AFPROVAL 3 REMOVED = digseanag] Status PEND3 Ln1/1T | 752AM | DB/26/02
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Attaching a Comment to an RXQ

A comment should be attached to an unapproved RXQ informing the originating agency
of the reason for the denial.

e To attach a comment to an unapproved RXQ:

» Select Edit: Add New Comment from the Menu bar.

Add Mew Commernt ...
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At the Add Comments window, enter an explanation as to why the RQX was
unapproved. The Comment field is limited to 12 characters. If more room is needed, the
Detail field can be used.

Add Comments for: RXG 600 00000001667

&A00 COMMENTS HERE

0L CaM COMTIMUE YOUR COMMENTS HERE

> Select OK to close the window.
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After the document window is closed, the Verify Comments window will appear:

Verify Comments for: RXQ 600 000000014667

YO CaM COMTIMUE Y'0OUR COMMEMNTS HERE

> Select Yes.

The document will close and route to the originating agency’s PEND3 Worklist.

The Title bar of the RXQ will indicate <See Comments>.

Document: BXG 600 TESTHOTEPML  <See Comments:
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Correcting an RXQ
The PEND3 user must notify the PEND2 user that corrections are needed on the RXQ.

e To correct an RXQ:
» PEND?2 user opens the RXQ from SUSF.

® Document Listing _|o] x|
Organization I
Batch 1D Document |0 Status Process Date
| (1 [Fai] | [
Batch Batch  Batch Doc Doc  Doc Last
Type  Agency  Mumber Type  Agency  Mumber Statusz Approvals Date
E R0 BO0 000000016R0D SCHED Oy 06 24 02 a|
= (N EO0 SCHED O™ 06 24 02
B R0 BO0 00000001663 FEMDE  Ovva 06 24 02
B R0 BO0 00000001664 SCHED Oy 06 24 02
B SN GO0 000000071665 SCHED O™y 0624 02
51 msAm [ninln] [nlplninlalinink Baininl nreimc [ Y are A nn

» With the document open, select Process: Unapprove from the Menu bar.

B67  <See Comments> <1 A'I'I'a:h...l_l_l_

Date of Record Budget F Iﬁ

% Mew Building / Room | 4 |
Yendaor Ship to / Bill to 001 21379
M ame Yendaor Phone | 5007732000

Contact

Item Tatal | 500,00

- Camment |
Unapprave Shift+F1z BS Accourt -
Warehouze I
Rezponzible Agency & [ Reguested by | SHamMMOM BERRY
Organization Mame Phone | 775-684-0171

Responzible Person

Option
Requistion Type

Change Order Tracking

I Drefault i

Comrmadity / Acctg Link
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The Status Bar will now indicate PEND?2.

B[ 1 of 3 APPROVAL 2 REMOVED = g e FENDZ Ln1/1 | B19AM | 05/26/02

The PEND2 user will select Edit: View Comments from the Menu bar to view the
Comments window.

Wiew Comments..,
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The Comment History window will open:

Comment History for:  RXG 600 00000001664

dzer  Statuz  Action  Comment
mrern SCHED OPEWM  ADD COMMEMTS HERE

YOU CaM COMTIMUE YOUR COMMENTS HERE

The PEND?2 user will make corrections, edit and re-approve document. The document
will re-enter Workflow and route to the PEND3 Worklist.
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Checking the Status of an RXQ Document

To check the progress of your requisition through Workflow, go to the Document
Listing (SUSF). Here you can check the status of the document, who applied the last
approval and when that approval was applied.

% Document Listing =10 x|
Organization I
Batch ID Dacument (D Statuz Process Date
| [ ] freg ff 7 | L
Batch  Batch Doc Doz Doc Last Lazt
Agency  Mumber Type  Agency  Mumber Statuz Approvals [rate [E=]
R0 BO0 00000001867 FPEMDZ (bbb, 07 24 02 shery
R0 GO0 OO0000071 865 SCHED O 07 24 02 sherry
R0 BO00 00000007269 PEMDZ  Oridd, 07 24 02 lizal
R=0 BO0 00000001870 REJCT Qo000 07 24 02 shermy
R0 GO0 OO000001 871 PEMDE v 07 24 02 gwatzan]
R0 BO00 00000007872 ACCPT vy 07 24 02 sherry
R0 BO0 00000007873 PEMDI O 07 24 02 gwatzan]
R0 BOO 000000071874 PEMDE v 07 24 02 gwatzan]
R0 BO0 00000007875 PEMDE O 07 24 02 gwatzans
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Online Tables

The following tables are examples of some tables used to track Purchasing Documents.
Refer to the SNAP Navigation Manual for information on viewing tables.

Document Cross Reference Inquiry (DXRF)

O Devtment Crogs Reference Inguivy = 0O] ]
Document (D | Fe 083 T100601 Surnmary T otal I 3,245.00
Reference Acceptance Doc Clozed Reference Doc
Diocument |0 Date Action Arnount Date Releazed Amount
1 A0 000 0224634 102899 324500 0.00
2 PC 083 00000007 B2 101299 E 3.245.00 3.245.00
K] P 033 A 000005361 1028193 E 324500 102933 0.00
4 R 033 T1006M 101199 E 224500 101299 0.00
4] | 538 BE430101 1027 33 E 3.245.00 0.00
B

The Document Cross Reference Inquiry (DXRF) table display all documents associated
with a requested document. This table is updated nightly. Information obtained from this
table: documents and document numbers that have been processed referencing a specific
document.

Document Listing (SUSF)

el Listing
Organization I
Batch D Document D Status Process Date
| - I | [ 7 7
B atch Batch  Batch Doc Doz Doc Last
Type  Agency  Mumber Type  Agency  Mumber Status Approvals Date
B R ng2  T111510 PEMDZ  00A00 031300
B R gz ThOZE3 REJCT Q0000 031200
B R 0g2  THO7R9 PEMD3  00A00 031300
B R a3 0000000000 ACCPT  0Owv00 092100
B R nE3 Cs5Le01 ACCPT  0Owv00 031200
B R 0z MWDZ2EEYS ACCPT 00000 031200
B R 083 WD2EE794 ACCPT 00000 031300
B R 03 WD2E283 ACCPT 00000 031200
B R ne3 WD49658 SCHED 00000 031900
B R 0z MWD49vEZ SCHED 0000 031300
'_ . R

The Document Listing (SUSF) is a temporary holding file. It lists all documents entered
into the system that have not yet been accepted by the system and documents that were
accepted the previous day. SUSF is updated real time. Accepted documents stay on
SUSF for one day then are removed. Note that SUSF is neither a document nor a table —
it is a holding file, and therefore it cannot be bookmarked.
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Open Purchase Order Header by Document Inquiry (OPHD)

B Open P erchose Drder Header U Deviiment Ing aivy =lol=l

Transaction | |PC 083 00000015004 Wendar [PUROOOIZ7 |
Coartact | Phane | 775-684-0189

PO Date 03 /08 /00 Addess Indicator [E°  Buyer =

Fesp Perzon | E. EBD

Resp Agency 402 Resp Organization IW Org Mame | INFPATIEMT SERWICES
Camments | Budget Fy' W

Offset Reserve Account W Laszt Print Date Im
Modification Murnber Iﬁ Mod D ate T

Receiving Party | BERGEM ERUNSWIG CORF

|U§ 430700 Wwarehouze

| no4 /379 Building # Roorn
Feceipt Indicator IY_ FOBE Point

The Open Purchase Order Header by Document Inquiry (OPHD) table displays the
header information for each purchase order (PC) in the system. This table is updated real
time. Information obtained from this table: responsible person, buyer, agency, vendor,
approximate delivery date, ship to/bill to information, total amount of order, invoiced
amount, received amount, and closed amount.
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Open Purchase Order Commodity Line by Document Inquiry (OPCD)

s veler Comilenlity Livie-Uny Denimant Tig tivy
Tranzaction |D |F'|: g3 00000015003 Line Mumber a0
Wendor [PURDOODTZT | Name [BERGEN BRUNSWIG CORP
Account Line IT Cormmadity / [tem | 26912 4 |
Dezcription | MISC DRUGS: IWY 020-395314 DATED 02401400 FOR § 58.62
nit LaT Eligible for Auto P eg
b anuf Mumnber | Mame |
Text Flag [Custom Bid ID | Bid Line [
[uantity Ordered IW Unit Cast Iw Tatal IW
(uantity Paid IW

Original rit Cost I 12250000 Last Unit Cozt I 12250000

Digcount Code I_ Digcount & 0.00 Dizcount Amount I Q.00
Pre-ta= Amount I 12.25 Tax Code I T ax Amount I Q.00
Freight Amaunt I Q.00

The Open Purchase Order Commodity Line by Document Inquiry (OPCD) table displays
the commaodity line information for each purchase order (PC) in the system. This table is
updated real time. Information obtained from this table: account line associated with the
item, description, quantity, unit cost, received quantity and amount, invoiced quantity and
amount, and the last transaction applied to the line item.
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Open Purchase Order Account Line by Document Inquiry (OPLD)

T

et d 11T b e P Tt d LR L1 T T e fd bt
oAl Livie Uy Dreveiment Tg uivy - |O] x|

Tranzaction (D |F'E 053 00000015004 Yendor I PLIROOO01 27
Mame | BERGEN BRUNSwIG CORP Line Murnber  [01
Accounting Digtribution,
Fund I 1M Agency 408 Organization / Sub I 1102 4 I
Appr Uit I 16140 Activity I Function I

Object / Sub I g2/ I BS Account I Reporting Category I
Job Mumber I Project I

PO Line Amount I 2150146
Received Amount I 21.501.46

Closed Amount [ 21.501.45 Reference 1D |
E xpended Amaurt I 21 501 46 Last Tranz 1D |F"\-r 083 AVOOOO11198
Dutstanding Amt | 0.00 Last Tranz Date |IZIB A10 /00

The Open Purchase Order Account Line by Document Inquiry (OPLD) table displays the
account line information for each purchase order (PC) in the system. This table is
updated real time. Information obtained from this table: fund, agency, appropriation unit,
object, encumbered amount, expended amount, outstanding amount and referenced
requisition.
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Open Purchase Order Header Inquiry (OPPH)

P idpchese O viles Hedder Tng uivy

YYendor | FIUROO0OO0

Tranzaction 1D | PC 083 00000015778

Contact | PO Date Im
RespPerson  [JOANNE CARLSEN Address Ind [ Bwer pM
Fesp Agency Iﬁ Fesp Org Iw Organization Mame | DATA COMMUMICATIONS
Cormments | Budget Fizcal ear IT

Dffzet Reserve Account IW Laszt Print D ate Im

I i Modification D ate I ! I

R eceiving Party |JENSEN TO0LS [MC

I'IEI A03 /00 Wwarehouze I

todification Murnber

I 23 /)38 Building # Roam I
[[] Goods Already Received FOB Paint | Destination

The Open Purchase Order Header Inquiry (OPPH) table displays the header information
for each purchase order (PC) in the system. This table is updated real time. Information
obtained from this table: responsible person, buyer, agency, vendor, approximate delivery
date, ship to/bill to information, total amount of order, invoiced amount, received

amount, and closed amount.
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Open Purchase Order Commodity Line Inquiry (OPPC)

B Opes P uschase Oriler Comumerlity Line Tng uiny : =10l ]
Wendor [FUROO0OOOT  Transaction 1D |FC 083 00000015778 Line Mumber [ 007
Account Line W Commodity & [bem | 28755 ! I_

D'escription | LAN TESTER: MICROTEST 8160-20; COMFAS LAN; TROUELESHOOTER

Uit [EACH ™ Elighle Far Auta Py

Manuf Mumnber | Mame |

Text Flag [Custom  BidID | Bidline [

Ruantity Ordered IW Uit Cost Im Total IW
Huantity Paid Iw

Original Uit Cost I 2.435.000000 Last Uit Cost I 0.000000
Dizcount Code I_ Digcount % I 0.00 Dizcount Armount I 0.00

Pre-tax Amaunt I 249500 Tax Code I T ax Arnount I 0.00
Freight Armaunt I 0.00

The Open Purchase Order Commodity Line Inquiry (OPPC) table displays the
commodity line information for each purchase order (PC) in the system. This table is
updated real time. Information obtained from this table: account line associated with the
item, description, quantity, unit cost, received quantity and amount, invoiced quantity and
amount, and the last transaction applied to line item.
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Open Purchase Order Account Line Inquiry (OPPL)

B Opery Purchege Qviler Accetnt Livne Inguiey =1o0=]
Vendar [FUROOOOO0T | TransID  [PC 083 00000015778 Line Mumber [0
Azcounting Diztribution

Fund 721 Agency Iﬁ Organization ¢ Sub W £ I_
Appr L it W Activity I— Function I—
Object / Sub W I I_ BS Account I— Reparting Categary I—
Job Mumber I— Project I—
PO Line Aot Iw

Received Amourt I—DDD
Closed Amaount [ o0 Reference D |R¥ 185 T113398 01
E xpended Armaunt I—I:IEII:I Last Tranz |01 |
Outstanding Amont Iw Last Tranz Date W

The Open Purchase Order Account Line Inquiry (OPPL) table displays the account line
information for each purchase order (PC) in the system. This table is updated real time.
Information obtained from this table: fund, agency, appropriation unit, object,

encumbered amount, expended amount, outstanding amount and referenced requisition.

Agency / Organization Purchase Order Inquiry (AOPI)

e Archecge O riles Tig iy
Agency ||I383 | PURCHASIMG DWISION
Crganization |15EIEI | PURCHASIMG YENDOR PAYMENTS
Tranz Line
Code PO Mumber Mumber Yendaor YWendor Name
1 (|[PC 033 00000007 606 m PURO00009S BILL FEARCE COURTESY HOMDA
2 PC 083 00000001607 ]| PUROOO07 02 CHAMPIOW CHEVROLET
3 PC 083 00000001608 ]| PUROO00T 05 REMO JEEP EAGLE CHRYSLER
4 PC 083 00000001609 ]| PUROOO07 02 CHAMPIOW CHEVROLET
5 PC 083 00000001610 ]| FURO000099 JOMESAWEST FORD
" 444

The Agency / Organization Purchase Order Inquiry (AOPI) table displays all purchase

orders related to a specific agency and organization.
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Open Purchase Order by Vendor Inquiry (OP1V)

derlelen Iiie ey
Anency ||IZIE3 | PURCHASING DWISION
Organization | 1500 | PURCHASING YENDOR PAYMENTS
Trans Line
Wendor M ame Code PO Murmnber MHurnber
1 (|| PURDOOO0 4 WIMKEL POMTIAC-GRC PC 083 00000009967 m
2 FURO0000Z0 DIRECT BUSIMESS SYSTEMS PC 083 00000012869 0z
3 FURO0000Z0 DIRECT BUSIMESS SYSTEMS PC 083 00000012871 nz
4 FURO00003 DELL MARKETIMG LF PC 083 000000145399 m
5 FURO00003 DELL MARKETIMG LF PC 083 00000015460 m

The Open Purchase Order by Vendor Inquiry (OPI1V) table displays open purchase orders
issued for a specific agency and organization by vendor number. This table is updated
real time.

Purchase Cross Reference (PCVI)

e feference T idsy

Order Tranzaction 1D
Yendar

Invoice Trangzaction 1D
Dezcrption

Commodity £ ltem
Euantity lnvoiced

LIt

Tax Code

Special Condition

Text Flag

|PC 083 00000015004 Line Murmber

| PLURO00O127 E

|"v"| 020-3951EE Line Murnber

| MISC DRUGS: IMY 020-335165 DA

| 26912 | ‘warehouse
IW Lrit Cerst
IF Pre-tax Armount
I_ Tax Amnount
I_ Tatal

[MoTest Pattial ¢ Final Ind

0o

0m

—
[ 7456 370000
[ Tesima
T
[ Tesma

The Purchase Order / Vendor Invoice Cross Reference (PCVI) table displays invoices
posted to purchase order documents and the related commaodity line item. This table is

updated real time.
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Purchase Order by Vendor Inquiry (PIBV)

v by Viemelew Ing iiey
Agency ||I383 | FURCHASING DIWISION
Organization | 1500 | FURCHASING WENDOR PayMEMTS
Line
Wendor Mame Tranzaction 1D Murnber
1 ||| PURDODOOT0 GATEWSY 2000 MAJOR ACCOLMNTS PC 083 00000007999 m
2 FIIROO0O0T0 GATEWST 2000 MAJOR ACCOLMTS PC 083 00000002023 ]|
3 FIIROO0O0T0 GATEWST 2000 MAJOR ACCOLMTS PC 083 00000002365 ]|
4 FIIROO0O010 GATE WY 2000 MAJOR ACCOLMTS PC 083 00000002514 ]|
] FIIROO0O010 GATE WY 2000 MAJOR ACCOLMTS PC 083 00000002515 ]|
" 44444

The Purchase Order by Vendor Inquiry (PIBV) table displays all purchase orders for a
specific agency and organization by vendor number. This table is updated real time.
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CONTINUED PURCHASING SUPPORT

We encourage agencies to visit the Purchasing Division web site. We provide extensive
information on this site regarding all aspects of statewide purchasing. For specific and
the most up to date ADVANTAGE information and documentation please visit the
ADVANTAGE Financial section on our site map. The address of our web site is:

http://purchasing.state.nv.us

For functional phone support please call the Purchasing Division at

775-684-0170.

The following staff is available to assist your needs:

Heather Moon, Senior Buyer

775-684-0179

hmoon@admin.nv.gov

Nancy Feser, Buyer

775-684-0175

nfeser@admin.nv.gov

Sharon Knigge, Buyer

775-684-0177

sknigge@admin.nv.gov

Keli Hardcastle, Purchasing Technician

775-684-0187

khardcastle@admin.nv.gov

Susie Monegan, Purchasing Technician

775-684-0189

smonegan@admin.nv.gov

Chris McElroy, Purchasing Technician

775-684-0181

cmcelroy@admin.nv.gov

Geoff Landry, Purchasing Technician

775-684-0192

glandry@admin.nv.gov

Shannon Berry, Asst. Chief Procure. Officer

775-684-0171

sherry@admin.nv.gov

Ronda Miller, Purchasing Officer

775-684-0182

rimiller@admin.nv.gov

Annette Morfin, Purchasing Officer

775-684-0185

amorfin@admin.nv.gov

Marti Marsh, Purchasing Officer

775-684-0180

mmarsh@admin.nv.gov

Teri Becker, Purchasing Officer

775-684-0178

tbecker@admin.nv.gov

Gail Burchett, Purchasing Officer

775-684-0172

gburchett@admin.nv.gov
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